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Manage RESEA Attendees Appointment 
How to document if Claimant attended, canceled, rescheduled or was a No Show, and to add Counselor Notes

PATH: Schedules  > Events Calendar > | Click on Events Calendar |“Filter Criteria” page will display on next 
page |
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Filter Criteria: Staff has the option to enter zip code only (which will populate the Event Region and Event 

Office) or staff may leave zip code blank and choose the correct drop-down for the Event Region and Event 
Office | Event Category: select RESEA from drop-down | Click [Filter]
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Filter Criteria: cont.  | This is how the page will display once office information is entered and filtered
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View Calendar:  In viewing calendar, hover over Event to view Event Information box | Double click on Event for 

Event Information
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Manage Attendees: | Click on link “Manage Attendees” at bottom of page
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➢ Enter a Schedule Type of:
One Time

➢ Display From = Start Date 

➢ Display Until = End Date

➢ If Recurring is selected, insure 
the Display From, and Display 
Until dates exclude Holidays



Manage Attendees: cont. Under “Registration Status” use drop-down to select if 
claimant Registered, Attended, Canceled, No Show, or was Exempted from RESEA 
Event | Click on appropriate field | If applicable, under the “Action” column select 
Reschedule and Add Case Note. (optional)  
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If adding a case note, Click on “Add Case Note” under “Action” | The Case Note Template Box will appear |
Enter Case Note Details|
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Case Notes: cont. | Continued screenshot of Case Note page | Click SAVE
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